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CENTRAL SERVICES

PERSON SPECIFICATION
 		
	JOB TITLE
	Office Administrator
	GRADE
	4



	SELECTION CRITERIA
	ESSENTIAL / DESIRABLE
	EVIDENCE: APPLICATION (A)
INTERVIEW (I), REFERENCE (R)

	Qualifications and Training

	Good general education to GCSE or equivalent including Maths, English and IT related qualifications.
	E
	A

	Experience

	Experience and working knowledge of confidential administrative practice.
	E
	A I R

	Experience of working with children.
	D
	A I R

	Knowledge and Skills

	Good communication and listening skills.
	E
	I R

	Working knowledge of Microsoft 365 computer packages. (Excel, Word, Outlook).
	E
	I R

	Organisation of own workload and priorities on a day to day basis using your own initiative accepting leadership from others.
	E
	I R

	Personal Attributes

	Ability to work constructively individually and as part of a team.
	E
	I R

	See tasks through to completion.
	E
	I R

	Able to work under pressure, organise time and work to deadlines.
	E
	I R

	Is reliable and has an excellent record of attendance and punctuality.
	E
	A I R

	Friendly and approachable whilst maintaining a professional manner at all times.
	E
	I R

	Has a sense of humour particularly when facing difficult and challenging situations.
	E
	I R

	Is committed, resilient, robust and resourceful and of a reflective focussed and determined disposition.
	E
	A I R

	Acts with integrity, fairness and in an ethical manner.
	E
	I R

	Other Requirements

	Suitability to work in an environment where you will be responsible for promoting and safeguarding the welfare of children and young people.
	E
	A I R

	Satisfactory Enhanced Disclosures with the Disclosure and Barring Service.
	E
	A I R



	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Notwithstanding the detail in this job description, the jobholder will undertake such work as may be determined as necessary by the Trust.
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